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Thanksgiving  Day,  November  24,  is  a  good  time  to 
stop  and  count  our  blessings.  We're  grateful  for 
'  •"  family  and  friends,  food  and  shelter,  the  many  good 

things  of  life.  Among  our  blessings,  we  appreciate 
^  the  opportunity  to  work  in  a  job  that  is  important,  with 

people  who  have  high  ideals  and  worthwhile  goals. 

We  give  thanks  for  things  ordinarily  taken  for  granted — good 
management,  that  insures  the  growth  of  an  organization  and,  with 
that  growth,  a  chance  for  us  to  make  progress,  too;  the  loyalty  of 
customers  or  clients;  the  trust  of  stockholders  who  supply  the 
capital  investment;  the  reliability  of  suppliers  who  provide  guality 
products  and  services  and  good  working  eguipment.  Y/e  are 
grateful  for  sound  employee  policies,  which  assure  favorable 
working  conditions,  and  liberal  benefits  that  m_ake  us  feel  secure. 
We  are  glad  that  our  welfare  always  is  taken  into  consideration. 


Most  of  all,  we  value  the  chance  to  be  of  service,  to  contribute  to  our 
boss's  and  our  organization's  sue-  ^ 

cess.  We  are  thankful  for  having  a  -  Y 

job  to  do  -and  the  health  and  ability  /.  Y  Y  \y 

to  do  it.  Our  gratitude  extends  to  the  y  \ 

co-workers  who,  through  their  co-  y 

operation  and  friendliness,  make  j’  '''  /  /■ 

the  time  "from  nine  to  five''  a  stimu-  J-y  w  < 

lating  and  rewarding  part  of  our  lives.  '  ^  B  _ 


(or  thereabouts!) 
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Blessed  is  he  who  has  found  his  work; 


The  ABC’s  of  Alphabetizing 

One  of  the  most  disliked  and  most  put-off  phases 
of  office  work  for  many  women  is  the  filing.  Two 
reasons  are  that  we  don't  know  enough  about  the 
science  of  filing  and  we  don't  regard  it  in  the  proper 
light.  Actually,  an  organization's  files  represent  its 
history;  records  are  important,  and  they  should  be 
treated  that  way. 

A  new  booklet,  "Bright  Filing  Ideas,"  published  by 
Avery  Label  Company,  makes  the  task  easier  and 
much  more  interesting.  You  can  get  a  copy  of  the 
pamphlet  by  sending  a  self-addressed  label,  marked 
"Filing  Booklet."  to  the  editor  of  this  Bulletin,  at  the 
address  on  the  back  page. 

Here  are  seven  basic  rules,  just  a  sample  of  the 
helpful  material  the  booklet  contains; 

1.  File  names  of  individuals  according  to  (1)  sur¬ 
name,  (2)  given  name,  (3)  middle  name  or  initial;  file 
names  of  firms  in  the  same  way. 

Example:  Jones,  William  F. 

Jones,  William  F.,  Co. 

2.  Name  prefixes,  such  as  d',  de,  De,  L',  Le,  Mac, 
Me,  O',  Van,  Von,  etc.,  are  considered  part  of  the 
name  and  filed  alphabetically. 

3.  Surnames  are  filed  before  names  having  initials. 
Surnames  with  initials  precede  given  names  begin¬ 
ning  with  the  same  letter. 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


"Yes,  I  do  file  them  fost,  don't  I?  But  if  I  looked  ot 
them  too,  1  couldn't  go  nearly  as  fost." 


Example'  Murray 

Murray,  T. 

Murray,  Thomas 

4.  File  initials  alone  first,  then  surnames  beginning 
with  the  same  letters. 

Example:  B.  E.  Mattress  Co. 

Bema,  Thomas 

5.  File  names  beginning  with  numbers  as  though 
they  were  spelled  out  completely. 

Example;  7th  Annual  Aviation  Congress  is  filed: 
Seventh  Annual  Aviation  Congress 

6.  File  Federal  Government  records  in  this  order: 
(1)  United  States  Government,  (2)  Department,  and 
(3)  Bureau,  arranged  alphabetically. 

Example:  United  States  Government 
Treasury,  Department  of 
Internal  Revenue,  Division  of 

7.  State  and  local  governments  are  filed  by  name 
of  state  or  city. 

Exam.ple;  Illinois,  State  of 

Los  Angeles,  City  of 
Orange,  County  of 


You  said  1  should  dean  out  the  files." 


ask  no  other  blessedness.- 


Office  Woman  of  the  Month 


Mrs.  Martha  Michalik,  CPS,  is  NSA's  "Secretary  of  the  Year'' 


>■  ■  Th"'”  Job 

When  Mrs.  Martha  B.  Michalik,  CPS,  was  chosen 
1960  "Secretary  of  the  Year"  at  The  National  Secre¬ 
taries  Association  (International)  convention,  her  tact¬ 
ful  answers  to  the  judges'  questions  impressed  the 
audience.  (See  the  September  1,  1960,  issue  of  the 
Bulletin.)  Her  poise  and  warm  smile  were  other  win¬ 
ning  assets.  In  the  contest,  Martha  was  practicing 
what  she  advocates.  She  believes  that  "tact — a  tre¬ 
mendous  amount  of  tact — and  a  big  smile  are  two 
important  factors  to  a  secretary's  success." 

Martha  is  administrative  assistant  and  secretary  to 
Mr.  Philip  H.  Powers,  assistant  chancellor  for  develop¬ 
ment  at  the  University  of  Pittsburgh.  She  is  a  graduate 
of  the  University,  which  she  attended  on  a  four-year 
half-tuition  scholarship.  Martha  has  taught  secretarial 
subjects  there  and  at  The  Pittsburgh  Academy,  Inc., 
and  Business  Training  College.  A  secretary  for  the 
past  12  years,  she  earned  the  Certified  Professional 
Secretary  rating  in  1956.  Though  she  enjoyed  teach¬ 
ing,  Martha  gets  "much  more  self-satisfaction  from 
seeing  a  job  done  in  the  office." 


Her  job  is  challenging,  since  Mr.  Powers  is  new 
to  the  University  and  his  position  was  created  just 
last  January.  Her  first  assignment  was  to  arrange  for 
decorating  and  furnishing  their  suite  of  offices,  to 
procure  supplies  and  equipment,  and  to  arrange  for 
construction  to  get  the  area  ready  for  occupancy. 


Now,  her  duties  are  mainly  administrative,  con¬ 
cerned  with  budgetary  problems,  helping  new  per¬ 
sonnel  get  established  in  the  organization,  program¬ 
ing,  etc.  In  handling  a  variety  of  work,  Martha 
adheres  to  this  philosophy:  "It  is  to  do  a  'better  than 


best'  job  of  every  duty  or  responsibility  placed  with 
me,  and  to  continue  my  education.  I  feel  that  one 
must  continue  to  grow  intellectually  or  become  an 
ineffective  individual  and  worker." 

Formerly,  she  served  as  administrator  and  secretary 
of  the  Medical  Illustration  Laboratory  in  the  Universi¬ 
ty's  School  of  Medicine.  She  set  up  the  administrative 
office,  bought  supplies  and  furniture,  designed  office 
forms,  set  up  procedures  and  filing  systems,  prepared 
budgets  and  payrolls,  recruited  personnel,  and  super¬ 
vised  eight  employees.  In  addition,  Martha  kept  com¬ 
plete  accounting  records  and  was  responsible  for  the 
laboratory's  public  relations. 

Previous  positions  included  administrative  assistant 
in  the  Department  of  Pathology  in  the  School  of 
Medicine,  secretary  to  the  president  of  the  National 
Pallet  Corporation,  and  secretary  to  the  vice  president 
of  Iron  City  Engineering  Company.  Early  in  her 
career,  Martha  was  assistant  secretary  to  the  super¬ 
intendent  of  the  School  District  of  West  Mifflin,  Penn¬ 
sylvania,  where  she  lives  with  her  husband  and 
12 -year-old  son. 

Since  joining  the  Pittsburgh  Chapter  of  NSA  in 
1953,  Martha  has  served  on  many  committees  and 
volunteer  projects.  Last  year,  she  was  chairman  of 
the  chapter's  CPS  Service  Committee.  She  feels  that 
"CPS  will  mean  much  to  management  in  the  not-too- 
distant  future."  To  spread  the  word  about  this  profi¬ 
ciency  rating,  she  has  taken  part  in  the  Speakers' 
Bureau  of  her  chapter  since  1955. 

Besides  her  family  and  NSA,  Martha  has  many 
other  interests.  These  include  participation  in  Boy 
Scout  and  Parent-Teacher  Association  meetings,  in¬ 
terior  decoration,  making  ceramic  jewelry,  bowling 
in  a  league,  and  planning  the  family's  new  summer 
home  in  Maryland.  Always  on  the  go,  Martha  has 
traveled  in  16  states  in  the  past  dozen  years. 

.5  New  in  B  isinc-s 

Letter-Sorting  Machine  Speeds  the  Mail 

A  75-foot,  advanced  design,  letter-sorting  machine 
developed  by  Pitney-Bowes,  Inc.,  was  installed  at  the 
city  post  office  in  Washington,  D.  C.,  last  month. 
Called  the  Boxer,  the  device  sorts  more  than  60,000 
letters  an  hour  into  300  destination  boxes.  An  impor¬ 
tant  feature  is  the  machine's  adaptability  to  mail¬ 
coding  and  electronic  reading  systems,  which 
Pitney-Bowes  is  completing  for  the  Post  Office.  The 
Boxer  is  a  big  step  in  the  Department's  program  to 
mechanize  and  speed  up  the  handling  of  65  billion 
pieces  of  mail  a  year. 

Double-Duty  Suitcase 

During  the  coming  holidays,  many  office  women 
will  be  traveling  to  visit  their  families  and  friends.  A 
big  boon  for  the  woman  who  wants  to  look  neat  while 


"living  out  of  a  suitcase"  is  the  Iro-Case.  The  handle 
of  this  21-inch  bag  is  a  detachable  travel  iron,  and 
the  sturdy  case  doubles  as  an  ironing  board.  You  can 
order  one  from  Amsterdam  Co.,  Amsterdam,  New 
York,  for  $19.95,  in  blue  or  gray.  Two  Iro-Cases  cost 
$17.95  each,  and  further  guantity  discounts  are 
offered. 

Makes  Typing  Errors  Disappear 

KO-REC-TYPE  is  a  new  chemically  treated  paper 
that  corrects  typing  errors  at  the  stroke  of  a  key.  The 
typist  puts  a  KO-REC-TYPE  sheet  over  a  mistake  and 
retypes  it.  This  sheet  absorbs  the  original  ink.  Then 
the  typist  removes  the  sheet  and  types  the  correct 
letter  or  word.  As  an  introductory  offer,  a  year's 
supply  is  available  for  $5.95  from  Servco  Data  Prod¬ 
ucts  Inc.,  10  Rockefeller  Plaza,  New  York  20,  N.  Y. 

Clean  Eight  Dresses  for  $1.50 

Norge  Division  of  Borg- Warner  Corp.,  Chicago, 
Illinois,  recently  demonstrated  an  automatic  coin- 
operated  dry  cleaner,  similar  to  washers  in  coin- 
operated  laundries.  The  new  machine  will  clean 
eight  pounds  of  clothing  (eguivalent  to  eight  dresses 
or  three  suits)  in  45  minutes  for  $1.50.  Creases,  pleats, 
ruffles,  etc.,  stay  sharp  after  cleaning;  garments  even 
shed  wrinkles.  The  pressing  or  ironing  amounts  to  a 
touch-up  with  a  steam  iron.  Some  clothing,  such  as 
snowsuits,  sweaters,  and  jackets,  may  be  cleaned 
several  times  without  pressing. 

.'•■t  Ctjl;  t  L  ■  I  C:  i 

Entries  in  the  contest  on  "Why  My  Boss  Is  Tops" 
show  that  most  office  women  feel  that  their  bosses  are 
the  best  in  the  world.  If  your  boss  seems  ideal  for 
you,  why  not  put  your  reasons  on  paper?  Deadline 
for  entries  is  November  25,  1960. 

Letters  should  be  250  words  or  less,  typed  double¬ 
spaced.  Include  your  name,  position,  and  company 
name  and  address,  plus  your  boss's  name  and  title. 
Each  contestant  will  receive  a  new  Dartnell  booklet, 
and  the  winner  will  get  two  prizes,  a  1961  Personal 
Record  Book  for  Executives  to  give  her  boss,  and  a 
charm  bracelet  for  herself. 


The  Mailbag 

How  the  Effect  Affects  Us 

We  are  having  difficulty  with  the  words  "affect" 
and  "effect."  Could  you  give  us  a  distinct  definition 
for  each  of  the  words? — Jean  Jones,  Benicia,  Calif. 

Perhaps  the  easiest  way  to  keep  the  two  words 
straight  is  to  remember  this  "Spelrime"  from  the 
Dartnell  Correspondence  Manual: 

AFfect  and  EFfect  are  a  puzzle  to  many. 

You  A-ffect  a  thing  when  you  A-lter  it,  see? 

The  E-ffect  you've  had  is  the  E-nd  you've 
accomplished. 

Affect-Alter:  that's  A;  and  Effect-End;  that's  E. 

Wanted:  Backing  Sheet  With  Tongue  Slot 

Would  you  kindly  advise  where  I  might  locate  a 
backing  sheet  "with  tongue  slot  near  top  to  hold 
papers  in  true  alignment"  in  the  typewriter.  This 
sounds  like  a  helpful  thing  for  neater  work,  and  I 
would  appreciate  information  on  it. — Cornelia  A. 
Hourihan,  Hartford,  Connecticut 

Such  a  sheet  sounds  useful,  but  I  haven't  seen  this 
kind.  Perhaps  some  of  our  readers  use  this  product 
and  will  let  us  know  who  makes  it  and  where  it  can 
be  obtained. 

If  the  Los  Angeles  reader  who  signed  her  letter, 
"An  Embarrassed  Secretary,"  will  send  me  her  name 
and  address,  I  will  reply  to  it  personally.  Thank  you. 


Sincerely, 


Marilyn  French,  Editor 


If  you  have  a  guestion,  we'll  be  glad  to  answer  it. 
Be  sure  to  include  your  name  and  address  for  a 
personal  reply,  as  we  do  not  have  room  to  answer  all 
letters  in  the  Bulletin. 


Issued  11-15-60 


